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STYLE  SHEET  FOR  DEPARTMENT  WRITERS 

Writers  and  editors  for  the  Department  of  Education  should  make  sure  that 
all  written  communications,  whether  publications  or  memos,  are  grammatically 
correct,  concise,  understandable,  and  adhere  to  the  doctrine  of  equal 
opportunity. 

This  style  sheet  is  part  of  an  effort  by  the  publications  unit  of  the 
Bureau  of  Operational  Support  to  improve  the  quality  of  Department 
publications.  The  suggestions  listed  below  are  for  the  initial  draft  writer 
to  use  as  a  guide  when  confronting  such  cosmetic  issues  in  writing  as 
capitalization  of  names  and  places,  use  of  acronyms,  proper  format  for 
quotations,  and  other  technicalities.  For  the  most  part  they  are  not  hard  and 
fast  rules;  many  are  simply  a  matter  of  preferred  style.  They  do  not  affect 
the  content  of  the  writing.  Nevertheless,  it  is  important  for  the  writer  to 
be  consistent  in  regard  to  these  details.  The  Bureau's  role  is  not  internal 
censorship.  Rather,  its  purpose  and  responsibility  are  to  insure  that 
materials  developed  for  Department  publication  reflect  the  agency's  mission. 
Quality,  consistency,  and  conciseness,  not  uniformity,  are  the  objectives  of 
this  agency-wide  effort.  The  Publications  unit  uses  these  guidelines  in 
reviewing  and  approving  materials  for  publication. 

TIPS  ON  MANUSCRIPT  PREPARATION 

Use  the  following  guidelines  for  manuscript  preparation: 

•  Type  on  8V2  x  H  white  bond  paper  and  double-space  throughout, 
using  only  one  side  of  the  paper. 

•  Leave  margins  of  at  least  one  inch  on  all  sides. 

t  If  a  word  or  phrase  needs  correction,  insert  the  new  version 
above  the  line  at  the  point  of  correction;  use  a  carat (a) to 
indicate  exact  spot  when  it  might  be  ambiguous. 
§  For  corrections  or  additions  of  more  than  a  few  words,  use  a 
separate  full-size  sheet  of  paper  and  insert  it  immediately 
after  the  page  being  corrected.  Clearly  indicate  in  the 
manuscript  where  the  added  page  is  to  go. 
t  Number  manuscript  pages  in  the  upper  right-hand  corner. 
§  Publications  of  four  or  more  pages  must  list  the  Board  of 

Education  and  get  a  publication  number  from  the  State  purchasing 
agent 
*  a  particular  Manner  of  dealing  with  spelling,  punctuation,  word  division  and 
so  forth  in  a  manuscript. 
WEBSTER'S  THIRD  INTERNATIONAL  DICTIONARY. 


GRAMMAR  AND  STYLE 

The  two  main  reference  works  are:  The  Chicago  Manual  of  Style,  13th  ed. 
(Chicago:  The  University  of  Chicago  Press,  1982),  and  Words  intoType,  3rd 
ed.  by  Marjorie  E.  Ski  11  in  and  Robert  M.  Gay  (New  York:  Prentice-Hall,  Inc., 
1974). 

Both  are  available  for  reference  in  the  Bureau  of  Operational  Support. 


ABBREVIATIONS 


In  general:   Avoid  abbreviations  in  the  text  whenever 
possible  except  in  certain  widely  accepted 
uses. 


Examples:    Acceptable 

Ave.  St. 
Dr.  Inc 
Mr. 

Ms.  Jr. 
a.m. /p.m. 


Unacce 

jptable 

O.K. 

Supt. 

etc. 

phone 

Jan. 

& 

Mon. 

Educ. 

Mass. 

2nd 

Dept. 

ACRONYMS 


In  general 


Example: 


ADDRESSES  AND  TELEPHONE  NUFBERS 


Match  the  acronym  with  what  it  stands  for 
either  in  its  heading  or  the  first  time  it  is 
used  in  the  text.  A  few,  such  as  GBREC  and 
CIA,  need  not  be  explained  because  they  are 
so  commonly  used.  Such  abbreviations  are 
usually  set  in  full  caps  with  no  periods. 
Avoid  creating  new  acronyms. 

Forms  for  acquiring  additional  microcomputers 
are  available  at  the  Bureau  of  Systems  Policy 
and  Planning  (BSPP). 


In  general 


Addresses  should  be  as  complete  as  possible 
including  zip  codes  and  room  numbers.  The 
post  office  prefers  the  two-letter 
abbreviation  for  states.  Telephone  numbers 
should  include  area  codes  and  extensions. 


Examples:    Dr.  Cheryl  Smith,  Associate  Commissioner 
Division  of  Federal  Assistance 
Massachusetts  Department  of  Education 
1385  Hancock  Street 
Quincy,  MA  02169 
(617)  770-0007 


AGREEMENT 


BIBLIOGRAPHIES 


In  general 


Example: 


Make  sure  subject  and  verb  agree  in 
number.  Make  sure  a  noun  and  its  pronoun 
agree,  not  only  within  a  sentence  but  from 
one  sentence  to  another. 

One  of  the  two  units  has  a  staffing  problem. 


In  general 


Example: 


Publications  with  annotated  bibliographies 
should  follow  a  consistent  format  both  in 
terms  of  the  bibliographic  notation  and  a 
parallel  structure  in  the  annotations. 

If  alphabetized,  an  initial  article  in  the 
title  (A  ,An,  The)  is  disregarded. 

Elementary  Teacher's  Guide  to  Free  Curriculum 
Materials.  Randolph,  Wisconsin:  Educators 
Progress  Service,  Inc.,  1975.  This  book 
lists  places  and  ideas  for  getting  free  and 
useful  materials  for  the  classroom. 


CAPITALIZATION 


In  general 


Examples: 


Capitalization  varies  widely.  The  preference 
has  been,  wherever  possible,  not  to 
capitalize.  Consistency  in  capitalization, 
however,  is  more  important  than  decisions 
about  individual  words.  Colors  used  to 
identify  people  by  their  ethnic  heritage 
should  be  upper  case  (Black,  White)  as  should 
references  to  nationalities  or  world  regions 
(Hispanic,  Asian,  European). 


regional  education  center 


Northeast 
Regional 
Education  Center 


superintendent 
school  department 


Braille 

Board  of 
Education 


state 


Commonwealth 
(when  used  as  a 
substitute  for 
Massachusetts) 


mathematics 


English 


CONTRACTIONS 


In  general 


ENUMERATIONS 


In  general 


Examples: 


EQUITY 


In  general 


Examples: 


federal 


kindergarten 


Federal  Trade 
Commission 

K-12 


Avoid  using  contractions  in  formal  writing 
unless  they  are  part  of  a  direct  quote. 


A  series  of  words  or  phrases  in  a  sentence 
should  have  a  comma  after  each  element 
including  the  one  before  the  final 
conjunction.   If  commas  are  used  within  any 
of  the  elements,  the  separating  commas  should 
be  changed  to  semicolons. 

Fees  are  based  on  program  length,  location, 
materials,  and  the  number  of  participants. 

Fees  are  based  on  program  length;  location; 
materials;  and  the  number,  needs,  and 
backgrounds  of  participants. 


The  Department  adheres  to  the  doctrine  of 
equal  opportunity.  Thus,  writers  must  take 
special  care  to  avoid  the  use  of  sexist, 
racist,  or  otherwise  biased  language.  It  is 
especially  important  to  watch  out  for  subtle 
forms  of  bias.  Words  such  as  manpower, 
chairman,  and  spokesman  can  easily  be 
replaced  with  less  sexist  words:  work  force, 
chairperson,  and  spokesperson, 
respectively.  People  should  not  be  portrayed 
as  stereotypes.  Pictorial  images  should 
represent  a  variety  of  sexes,  ages, 
handicaps,  and  races  in  nonstereotypical 
roles.  Authors  should  also  avoid  awkward 
constructions  like  him/her,  he/she,  or 
(s)he.  Oftentimes  the  use  of  plural  nouns 
can  remedy  this  situation.  See  Appendix  A 
for  specific  guidelines. 

Teachers  are  responsible  for  submitting  their 
attendance  forms  no  later  than  3:00  p.m.  on 
Friday.  Pictorial  examples:  male  elementary 
school  teachers,  Black  female  administrators, 
or  female  computer  science  students. 


FOOTNOTES  AND  BIBLIOGRAPHY 


ITALICS  AND  BOLDFACE 


NUMBERS 


In  general 


OPINION 


Examples: 


In  general 


Examples: 


ORGANIZATION 


Footnotes  should  be  typed  on  a  separate  page 
at  the  end  of  the  manuscript.  The  numbering 
should  be  consecutive.  If  your  document 
contains  chapters,  footnote  numbering  should 
begin  anew  with  each  chapter.  For 
preparation  of  footnotes  and  the  bibliography 
use  The  Chicago  Manual  of  Style. 


If  you  want  a  word  or  phrase  in  italic  type, 
underline  it.  If  you  want  to  indicate 
boldface  for  the  typesetter,  draw  in  a  wavy 
line  under  the  word  or  words.  Italics  are 
used  for  titles  of  books,  periodicals,  motion 
pictures,  musical  works,  paintings,  plays, 
and  poems.  (Titles  of  lesser  works: 
articles,  short  poems,  and  unpublished 
dissertations  and  theses  should  be  enclosed 
in  quotation  marks.) 


If  a  number  begins  a  sentence,  it  should  be 
written  out.  Write  out  numbers  less  than  101 
and  write  out  larger  round  numbers.  Numbers 
accompanying  the  word  "percent"  should  not  be 
written  out,  except  at  the  beginning  of  a 
sentence. 

twelve  hundred  students,  thirty-three  science 
books;  nearly  75  percent. 


When  stating  an  opinion  within  a  manuscript, 


do  not  use  phrases  like  "I  think"  or 
opinion  of  the  authors." 


in  the 


Instead  of  "We  think  the  reader  should  bear 
in  mind"  use  "Bear  in  mind."  Avoid  using  the 
"royal  plural"  ("in  our  view"). 


The  parts,  sections,  headings,  and 
subheadings  given  in  the  text,  should  match 
those  outlined  in  the  table  of  contents.  The 
logical  hierarchy  in  headings  should  be  made 
clear  in  the  text  through  the  use  of  large 
type,  capitalization,  underlining, 
indentation,  spacing,  or  a  combination  of  the 
above.  This  parallel  structure  should  be 
consistent  throughout  the  text. 
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PLURALS 


In  general 


POSSESSIVES 


Examples: 
In  general 


PUNCTUATION 


Examples: 
In  general 


Examples: 


When  forming  the  plural  for  dates,  acronyms, 
and  coined  expressions,  add  s  alone. 
Abbreviations  with  periods  take  the 
apostrophe  s. 

1920s,  IQs,  the  three  Rs,  SATs,  IEPs, 
Ph.D.'s. 

For  singular  words  add  's  even  in  the  case  of 
a  proper  noun  ending  in  a  sibilant  (Burns's 
poems).  For  plurals  add  just  the 
apostrophe.  The  only  exceptions  are  the 
names  Jesus,  Moses  and  Greek  names  of  more 
than  one  syllable  ending  in  es  (Sophocles' 
plays).  Remember  "its"  is  the  possessive 
form.  "It's"  is  a  contraction  for  it  is. 

Commissioner's,  teachers',  children's 

Slash  (Solidus)  /  is  used  in  dates  (fiscal 
year  1984/85),  to  separate  lines  of  run  on 
poetry,  and  as  an  abbreviation  for  the  word 
"per"  ($100/day).  It  should  not  be  used  to 
equate  one  noun  to  another;  in  such  a  case 
the  hyphen  should  be  used  (scholar-poet). 

Parentheses:  Parenthetical  elements  that 
retain  a  close  logical  relationship  to  the 
rest  of  the  sentence  should  be  set  off  by 
commas.  Parenthetical  elements  whose  logical 
relationship  to  the  the  rest  of  the  sentence 
is  more  remote  and  should  be  set  off  by  long 
dashes  or  parentheses. 

Parentheses  or  long  dashes  are  also  used  to 
enclose  such  expressions  as  that  is,  namely, 
i.e.,  e.g. ,  and  the  element(s)  they  introduce 
if  the  break  in  continuity  is  greater  than 
that  signalled  by  a  comma. 

Wilcox,  it  was  believed,  had  turned  the 
entire  affair  over  to  his  partner. 

The  Williamsport  incident  (Martin  Still  turns 
pale  at  the  mention  of  it.)  was 
unquestionable  without  precedent. 

Dashes  can  also  be  used  to  denote  a  sudden 
break  in  thought  (Will  they--can  they--obtain 
the  needed  signatures  in  time?);  to  introduce 
emphasis  or  an  explanation  by  expanding  a 
phrase  occurring  in  the  main  clause;  or  to 
enumerate  a  complementary  element. 
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Example:     The  influence  of  three  educators--Dewey, 

Spock,  and  Degas--can  clearly  be  seen  in  her 
development  as  an  administrator-painter. 

Comma:  The  comma  indicates  the  smallest 
interruption  in  continuity  of  thought  or 
sentence  structure.  Other  than  the  rules 
listed  below,  the  use  of  commas  is  mainly  a 
matter  of  good  judgment;  ease  of  reading  is 
the  goal . 

Use  the  series  comma.  Commas  and  periods  are 
placed  inside  closing  quotation  marks. 

When  the  clauses  of  a  compound  sentence  are 
joined  by  a  conjunction,  a  comma  should  be 
placed  before  the  conjunction  unless  the 
clauses  are  short  and  closely  related. 

Example:     The  proposals  were  received,  but  the  vendor 
was  not  yet  selected. 

Do  not  confuse  a  compound  sentence  (two  or 
more  independent  clauses)  with  a  sentence 
with  a  compound  predicate  (two  or  more  verbs 
having  the  same  subject);  the  comma  should 
not  be  used  between  the  parts  of  a  compound 
predicate. 

Example:     We  received  the  computers  and  installed  them 
in  the  designated  areas. 

If  a  dependent  clause  following  a  main  clause 
is  restrictive—that  is,  if  it  cannot  be 
omitted  without  altering  the  meaning  of  the 
main  clause—it  should  not  be  set  off  by  a 
comma.  If  it  is  nonrestrictive,  it  should  be 
set  off  by  a  comma.  A  dependent  clause  that 
precedes  the  main  clause  should  usually  be 
set  off  by  a  comma. 

Examples:    We  will  sign  the  agreement  if  it  meets  our 
criteria. 

If  it  meets  our  criteria,  we  will  sign  the 
agreement. 


Example: 


Example: 


Examples 


SPELLING 


COMPOUND  (OR  HYPHENATED)  WORDS 

In  general : 


An  adverbial  phrase  at  the  beginning  of  a 
sentence  is  frequently  followed  by  a  comma. 

After  conducting  the  audit,  we  made  our  own 
recommendations. 

A  comma  should  not  be  used  after  an 
introductory  adverbial  phrase  that 
immediately  precedes  the  verb  it  modifies. 

In  the  doorway  stood  the  principal  with  a  new 
student. 

A  word,  phrase,  or  clause  that  is  in 
apposition  to  a  noun  usually  is  set  off  by 
commas  (dashes  or  parentheses  might  also  be 
used).  If  the  appositive  has  a  restrictive 
function,  it  is  not  set  off  by  commas. 

Our  director,  Mr.  Adams,  will  respond  to  your 
request. 

My  colleague  Ted  Davis  will  coordinate  the 
meeting. 


Use  Webster's  Third  International 


Dictionary.  Note  that  the  preferred  spelling 
is  to  write  words  as  compounds.  See  The 
Chicago  Manual  for  clarification. 


The  style  is  now  to  write  more  words  as 
compounds.  The  Chicago  Manual  of  Style  has 
an  excellent  spelling  guide  for  compound 
words,  which  should  be  followed.  Compound 
adjectives  are  ordinarily  hyphenated, 
compound  adverbs  are  not. 


Examples:     inservice 

postsecondary 
decision-making  skills 
decision  making  (noun) 

nonmembers 

self-image 
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low  income 

yearlong 

bimonthly 

full-time 
(adjective  only) 

They  work  full 
time. 

ongoing 


TITLES 


In  general : 


follow-up  (adjective 
only) 

coworker 

newly  implemented  program 


preschool 

nonprofit 

limited-English 

proficient 

(adjective) 


Titles  of  most  books,  films,  guides,  and 
other  published  materials  should  be 
underlined  or  italicized.  Titles  of 
unpublished  works,  filmstrips,  and  certain 
other  materials  are  noted  with  quotation 
marks. 


VOICE 


In  general:   Avoid  using  the  passive  voice  as  much  as 
possible.  Instead,  use  the  active  voice. 


WORDINESS 


Examples:    Passive:  "A  final  decision  has  not  been 
reached  by  the  school  committee. "  Active: 
"The  school  committee  has  not  reached  a  final 
decision." 

Avoid  redundancies  like  "their  yery   own 
individualized  bookcovers,"  each  individual 
school  district"  or  "the  vast  infinities  of 
space."  Eliminate  uyery"   as  an  adverb  90 
percent  of  the  time.  Be  concise.  Avoid 
dangling  participles  and  run-on  sentences. 


COMPLETING  THE  MANUSCRIPT 


PERMISSIONS 


For  a  manuscr 
author  must  c 
that  are  not 
permission  wi 
publisher  in 
of  a  publicat 
public  domain 
copyright,  or 
reprinted  or 
the  material 
author  must  r 
it  within  the 


ipt  that  will  be  published  the 
arefully  identify  any  materials 
original.  In  many  cases 
11  be  needed  from  the  original 
order  to  reprint  or  quote  parts 
ion.  Materials  that  are  in  the 
(copyright  expired,  no 
government  document)  may  be 
quoted  without  permission.  If 
is  protected  by  copyright  the 
eceive  written  permission  to  use 
guidelines  of  "fair  use." 


Fair  use  guidelines  are  based  on  three  factors:  (1)  the  quantity  and 
importance  of  the  portions  taken;  (2)  their  relation  to  the  work  of  which  the 
are  a  part;  and  (3)  the  result  of  their  use  upon  the  demand  for  the 
copyrighted  publication.  In  general,  a  quote  of  up  to  250  words  from  a 
book-length  work  may  be  reprinted  without  permission,  but  the  source  must  be 
quoted.  Tables,  charts,  photographs,  or  artwork  from  such  a  work  do  not  fall 
into  this  word  limit;  they  require  written  permission  to  reprint.  Neither  dc 
shorter  quotes  from  shorter  sources.  Only  a  quotation  comprising  less  than  5 
percent  of  the  entire  work  can  be  used  freely.  When  in  doubt,  secure  written 
permission. 


PROOFREADING 


DISTRIBUTION 


Authors  should  carefully  proofread 
manuscripts  for  typographical,  grammatical, 
and  consistency  errors.  Manuscripts  should 
be  consistent  in  the  use  of  person  (first, 
second  or  third)  and  tense  (past,  present, 
future),  and  should  not  fluctuate  without 
justification. 

Typeset  copy  of  the  manuscript  is  proofread 
by  the  author.  Any  corrections  should  be 
marked  in  the  margins  using  the  commonly 
accepted  proofreading  symbols.  This  stage  o 
production  is  for  correcting  typesetting 
errors,  not  rewriting.  Rewriting  should  be 
done  during  manuscript  preparation.  Changes 
at  the  proof  stage  become  expensive  and  time 
consuming.  Units  will  be  charged  for  all 
alterations. 


All  publications  of  more  than  four  pages  must  be  distributed  as  follows: 

Eight  (8)  copies  -  to  State  House  Library,  State  House, 
Room  341,  Boston,  MA  02133 

One  (1)  copy  -  to  State  Printing  Office,  One  Ashburton  PI. 
Room  1009,  Boston,  MA  02108 

Two  (2)  copies  -  to  Bureau  of  Operational  Support 
Fifteen  (15)  copies  -  to  Bill  Crowley  for  Board  members 
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APPENDIX    A 


Guidelines  for  Nonsextst  Language  in  APA  Journal* 


of 


AlUnatli 


Problems  of  Designation:  Ambiguity  of  Referent 


The  client  is  usually  the  best  judge  of 
the  value  of  his  counseling. 


The  client  is  usually  the  best  judge  of  the 
value  of  counseling.  [Comment:  His 
deletedl 

The  client  is  usually  the  best  judge  of  the 
value  of  his  or  her  counseling.  [Com- 
ment: Or  her  added  (Use  sparingly  to 
avoid  monotonous  repetition.)! 

Clients  are  usually  the  best  judges  of  the 
value  of  the  counseling  they  receive. 
[Comment:  Changed  to  plural] 

The  best  Judge  of  the  value  of  counseling 
is  usually  the  client.  [Comment:  Re- 
phrased I 


2.  Man's  search  for  knowledge  has  led 
him  into  ways  of  learning  that  bear 
examination. 


The  search  for  knowledge  has  led  us  into 
ways  of  learning  that  bear  examination. 
[Comment:  Rephrased  in  first  person! 

People  have  continually  sought  knowl- 
edge. The  search  has  led  them  into  ways 
of  learning  that  bear  examination. 
[Comment:  Changed  to  plural  and  re- 
written in  two  sentences! 


3.    man,  mankind 

mans  achievements 

the  average  man 
man  a  project 

man— machine  interface 

manpower 


people,  humanity,  human  beings,  hu- 
mankind, human  species 

human  achievements,  achievements  of 

the  human  species 

the  average  person,  people  m  general 

staff  a  project,  hire  personnel,  employ 

staff 

user-system  interface,   person— system 

interface,  human-machine  interface 

work  force,  personnel,  workers,  human 
resources 

[Comment:'  Various   terms  substituted 
for  each  example! 
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4.     The  use 


-  of  experiments  in  psychol- 
ogy presupposes  the  mechanistic 
nature  of  man. 


The  use  of  experiments  in  psychology 
presupposes  the  mechanistic  nature  of 
the  human  being.  [Comment:  Noun  sub- 
stituted! 


5.  This  interference  phenomenon, 
called  learned  helplessness,  has 
been  demonstrated  in  rats.  cats, 
fish.  dogs,  monkeys,  and  men. 


This  interference  phenomenon,  called 
learned  helplessness,  has  been  demon- 
strated in  rats.  cats.  fish.  dogs,  mon- 
keys,  and   humans.  (Comment:   Noun 

substituted] 


6.  Responsivlty  In  the  premature  In- 
/ant  may  be  secondary  to  his  height- 
ened level  of  autonomic  arousal. 


Responslvicy  In  the  premature  Infant 
may  be  secondary  to  the  heightened  level 
of  autonomic  arousal.  (Comment:  His 
changed  to  Che) 

Responslvtty  in  premature  Infants  may 
be  secondary  to  their  heightened  levels  of 
autonomic  arousal.  [Comment:  Rewrit- 
ten in  the  plural  I 


First  the  Individual  becomes 
aroused  by  violations  of  his  personal 
space,  and  then  he  attributes  the 
cause  of  this  arousal  to  other  people 
In  his  environment. 


First  u;e  become  aroused  by  violations  of 
our  personal  space,  and  then  we  attri- 
bute the  cause  of  this  arousal  to  other 
people  in  the  environment.  [Comment: 
First-person  pronouns  substituted  for 
the  noun  and  he  and  his:  his  changed  to 
the; 

First  one  becomes  aroused  by  violations 
of  personal  space,  and  then  one  attri- 
butes I'.ie  cause  of  this  arousal  10  oilier 

people  in  the  environment.  [Comment: 
One  substituted:  his  omitted  or  changed 
to  rrtel 


8.  Much  has  been  written  about  the  ef- 
fect that  a  child's  position  among 
his  siblings  has  on  his  intellectual 
development. 


Much  has  been  written  about  the  rela- 
tionship between  sibling  position  and 
intellectual  development  in  children. 
'Comment:  Rewritten:  plural  introduced! 


Subjects  were  16  gins  and  16  boys. 
Each  child  was  to  place  a  car  on  his 
board  so  that  two  cars  and  boards 
looked  alike. 


Each  cnild  was  to  place  a  car  on  his  or 
her  board  so  that  two  cars  and  boards 
looked  alike.  'Comment:  His  changed  to 
his  or  her  or  to  her  or  his  (Use  sparingly 
to  avoid  monotonous  repetition.)! 


10.  Each  persons  alertness  was  meas- 
ured by  the  difference  between  his 
obtained  relaxation  score  and  his 
obtained  arousal  score. 


Each  persons  alertness  was  measured 
by  the  difference  between  the  obtained 
relaxation  and  arousal  scores.  [Com- 
ment: His  changed  to  rhe:  plural  intro- 
duced! 


11.  The  client's  husband  lets  her  teach 
part-time. 


The  client's  husband  "lets'  her  teach 
part-time. 

The  husband  says  he  "lets'"  the  client 
teach  part-time. 

The  client  says  her  husband  "lets"  her 
teach  part-time. 

(Comment:  Punctuation  added  to  clarify 
that  the  location  of  the  bias  is  with  the 
husband  and  wife,  not  with  the  author. 
If  necessary,  rewrite  to  danfy  as  allega- 
tion. 
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Problems  of  Designation:  Stereotyping 


12.  males,  females 


men.  women,  boys,  girls,  adults,  chil- 
dren, adolescents  [Comment:  Specific 
nouns  reduce  possibility  of  stereotypic 
bias  and  often  clarify  discussion.  Use 
male  and  female  as  adjectives  where 
appropriate  and  relevant  (female  experi- 
menter, male  subject).  Avoid  unparaUel 
usage  such  as  10  men  and  16/emaies.] 


13.  Research    scientists    often    neglect 
their  wives  and  children. 


Research  scientists  often  neglect  their 
spouses  and  children.  [Comment:  Alter- 
native wording  acknowledges  that 
women  as  well  as  men  are  research 
scientists.] 


14.  When  a  test  developer  or  test  user 
fails  to  satisfy  these  requirements. 
he  should  .  .  . 


When  test  developers  or  test  users  fail  to 
satisfy  these  requirements,  they  should 
.  .  .  [Comment:  Same  as  Example  131 


15.  the  psychologist  ...  he 

the  therapist  ...  he 

the  nurse  .  .  .  she 
the  teacher  .  .  .  she 


psychologists 
.  .  . she 


.  .  they;  the  psychologist 
they;  the  therapist  .  .  . 


therapists  . 
she  or  he 

nurses  .  .     thpiy:  nurse  ...  he 

teachers  .  .     ihey:  teacher  ...  he 

[Comment:  Be  specific,  change  to  plural 
if  discussing  women  as  weil  as  men.  cr 
use  he  or  the.  Do  not  use  s/he.] 


16.  woman   doctor,    iady   lawyer, 
nurse 


male  doctor,  physician,  lawyer,  nurse  [Com- 
ment: Specify  sex  only  if  it  is  a  variable  or 
if  sex  designation  is  necessary  to  the  dis- 
cussion ("13  female  doctors  and  22  male 
doctors'*).  Woman  and  (ady  are  nouns: 
female  is  the  adjective  counterpart  to 
mate.  I 


17.  mothering 


parenting,   nurturing  (or  specify  exact 
behavior)  iComment:  Noun  subsututed] 


18.  chamnan  (of  an  academic  depart- 
ment) 


chat—an    (presiding    officer   of   a 
committee  or  meeting) 


Use  chairperson  or  chair:  use  chairman 
only  if  It  is  known  that  the  institution 
has  established  that  form  as  an  official 
title.  [Comment:  Department  head  may 
be  appropriate:  however,  the  term  Is  not 
synonymous  with  chair  and  chairperson 
at  ail  institutions.  1 

chairperson,  chair,  moderator,  discus- 
sion leader  (Comment:  In  parliamentary 
usage,  chairman  is  the  official  term  and 
should  not  be  changed.  Alternatives  are 
acceptable  in  most  writing.] 


19.  Oniyjreshmen  were  eligible  for  the 
project. 

All  the  students  had  matriculated  for 
3  years,  but  the  majority  were  still 
freshmen. 


No  alternative  if  academic  standing  is 
meant 

No  alternative  if  academic  standing  Is 
meant 

[Comment:  First-year  student  is  often  an 
acceptable  alternative  to  freshman,  but 
in  these  examples,  freshmen  is  used  for 
accuracy.  ] 
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20.  foreman,  policeman,  mailman 


supervisor  or  superintendent,  police  offi- 
cer, postal  worker  or  letter  carrier 
(Comment:  Noun  substituted! 


Problem*  of  Evaluation:  Ambiguity  of  Referent 


21.  The  authors  acknowledge  the  assist- 
ance of  Mrs.  John  Smith. 


The  authors  acknowledge  the  assistance 
of  Jane  Smith.  [Comment:  Use  given 
names.] 


22.  men  and  women,  sons  and  daugh- 
ters, boys  and  girls,  husbands  and 
wives 


women  and  men.  daughters  and  sons, 
girls  and  boys,  wives  and  husbands 
[Comment:  Vary  the  order  tf  content  does 
not  require  traditional  order.  I 


Problems  of  Evaluation:  Stereotyping 


23.  men  and  girls 


men  and  women,  women  and  men.  boys 
and  girls  (Comment:  Use  parallel  terms. 
Of  course,  use  men  and  girts  if  that  is 
literally  what  is  meant.  1 


24.  The  client's  husband  lets  her  teach 
part-time. 


The  client  teaches  part-time.  [Comment: 
The  author  of  this  example  Intended  to 
communicate  the  working  status  of  the 
woman  but  inadvertently  revealed  a  ste- 
reotype about  husband-wife  relation- 
ships. (See  Example  11.)) 


25.  ambitious 
women 


men     and     aggressive 


cautious  men  and  timid  women 


ambitious  women  and  men.  ambitious 
people 

aggressive  men  and  women,  aggressive 
people 

cautious  women  and  men.  cautious  peo- 
ple 

timid  men  and  women,  timid  people 
[Comment:  Some  adjectives,  depending 
on  whether  the  person  described  is  a 
man  or  a  woman,  connote  bias.  The  ex- 
amples illustrate  some  common  usages 
that  may  not  always  convey  exact  mean- 
ing, especially  when  paired,  as  in  col- 
umn 1.! 


26.  The  boys  chose  typically  male  toys. 

The  client's  behavior  was  typically 
female. 


The  boys  chose  (specify). 

The  client's  behavior  was  (specify). 

(Comment:  Being  specific  reduces  possi- 
bility of  stereotypic  bias.  I 


27.  woman  driver 


driver  (Comment:  If  specifying  sex  is  nec- 
essary, avoid  biased  cliches.  Use  female 
driver,  or  write  The  driver  was  a  wo- 
man. 1 


28.  The  girts  in  the  office  greeted  all  cli- 
ents. 


receptionists,   secretaries,   office   assis- 
tants (Comment:  Noun  substituted! 


29.  coed 


student  (Comment:  Noun  substituted.  If 
specification  of  sex  ts  necessary,  use  fe- 
male student.] 


14 


30.  women's  Lib.  women's  libber  women's  movement,  feminist,  supporter 

of  women's  movement  [Comment:  Noun 
substituted! 

31.  Subjects  were  16  men  and  4  women.      The  men  were  (specify),  and  the  women 
The  vomen  were  housewives.  were  (specify).  [Comment:  Women  and 

men  described  tn  parallel  terms  or  de- 
scription of  both  omitted.  Do  not  use 
howsewife  to  identify  occupation,  a  term 
that  indicates  sex  and  marital  status  and 
excludes  men.  Use  homemafcer.  which 
includes  men.i 
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COMPLIANCE  STATEMENT 

TITLE  VI,  CIVIL  RIGHTS  ACT  OF  1064;  THE  MODIFIED  COURT 
ORDER,  CIVIL  ACTION  5281,  FEDERAL  DISTRICT  COURT,  EASTERN 
DISTRICT  OF  TEXAS,  TYLER  DIVISION 

Reviews  of  locel  education  agencies  pertaining  to  compliance  with  Title  VI 
Civil  Rights  Act  of  1964  and  with  specific  requirements  of  the  Modified  Court 
Order,  Civil  Action  No.  5261,  Federal  District  Court,  Eastern  District  of  Texas, 
Tyler  Division  are  conducted  periodically  by  staff  representatives  of  the  Texas 
Education  Agency.  These  reviews  cover  at  least  the  following  policies  and 
practices: 

(1)  acceptance  policies  on  student  transfers  from  other  school  districts; 

(2)  operation  of  school  bus  routes  or  runs  on  a  non-segregated  basis; 

(3)  nondiscrimination  in  extracurricular  activities  and  the  use  of  school 
facilities; 

(4)  nondiscriminatory  practices  in  the  hiring,  assigning,  promoting,  paying, 
demoting,  reassigning,  or  dismissing  of  faculty  and  staff  members  who 
work  with  children; 

(5)  enrollment  and  assignment  of  students  without  discrimination  on  the 
basis  of  race,  color,  or  national  origin; 

(6)  nondiscriminatory  practices  relating  to  the  use  of  a  student's  first 
language;  and 

(7)  evidence  of  published  procedures  for  hearing  complaints  and 
grievances. 

In  addition  to  conducting  reviews,  the  Texas  Education  Agency  staff  represen- 
tatives check  complaints  of  discrimination  made  by  a  citizen  or  citizens 
residing  in  a  school  district  where  it  is  alleged  discriminatory  practices  have 
occurred  or  are  occurring. 

Where  a  violation  of  Title  VI  of  the  Civil  Rights  Act  is  found,  the  findings  are 
reported  to  the  Office  for  Civil  Rights,  Department  of  Health,  Education  and 
Welfare. 

If  there  is  a  direct  violation  of  the  Court  Order  in  Civil  Action  No.  5281  that  can- 
not be  cleared  through  negotiation,  the  sanctions  required  by  the  Court  Order 
are  applied. 

TITLE  VII,  CIVIL  RIGHTS  ACT  OF  1964;  EXECUTIVE  ORDERS  11246 
AND  11375;  TITLE  IX,  1973  EDUCATION  AMENDMENTS;  REHABILITA- 
TION ACT  OF  1973  AS  AMENDED;  1974  AMENDMENTS  TO  THE 
WAGE-HOUR  LAW  EXPANDING  THE  AGE  DISCRIMINATION  IN 
EMPLOYMENT  ACT  OF  1967;  AND  VIETNAM  ERA  VETERANS  READ- 
JUSTMENT ASSISTANCE  ACT  OF  1972  AS  AMENDED  IN  1974. 
It  is  the  policy  of  the  Texas  Education  Agency  to  comply  fully  with  the  non- 
discrimination provisions  of  all  federal  and  state  laws  and  regulations  by 
assuring  that  no  person  shall  be  excluded  from  consideration  for  recruitment, 
selection,  appointment,  training,  promotion,  retention,  or  any  other  personnel 
action,  or  be  denied  any  benefits  or  participation  in  any  programs  or  activities 
which  it  operates  on  the  grounds  of  race,  religion,  color,  national  origin,  sex, 
handicap,  age,  or  veteran  status  (except  where  age,  sex,  or  handicap  constitute 
a  bona  fide  occupational  qualification  necessary  to  proper  and  efficient  ad- 
ministration). The  Texas  Education  Agency  makes  positive  efforts  to  employ 
and  advance  in  employment  all  protected  groups. 
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Foreword 

This  publication  is  designed  to  help  staff  members  of  the  Texas  Education 
Agency  improve  equity  in  language  and  illustrations  in  Agency  materials.  The 
focus  for  equality  is  directed  toward  men  and  women,  racial  minorities,  and 
handicapped  persons. 

The  development  of  guidelines  to  promote  fair  and  equal  treatment  of  all 
persons  in  publications,  correspondence,  and  other  materials  reflects  the 
Agency's  positive  leadership.  Professional  and  supportive  staff  are  urged  to 
follow  these  guidelines. 

M.L.  Brockette 
Commissioner  of  Education 
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Introduction 

Educators  know  that  an  individual's  positive  self-concept  is  critical  to  his 
or  her  sense  of  well-being,  motivation,  and  success. 

Many  believe  that  the  formation  of  one's  self-concept  is  seriously  affected 
by  language — not  only  by  oral  language  but  by  the  language  of  textbooks, 
worksheets,  tests,  and  letters.  In  subtle  and  not-so-subtle  ways,  language  af- 
fects the  ways  people  think  about  themselves  and  others. 

For  example,  when  a  publication  speaks  of  the  superintendent  as  "he," 
women    who    might    aspire    to   administrative    positions   feel   discouraged 
Likewise,  when  the  teacher  is  always  referred  to  as  "she,"  men  who  might 
want  to  teach  in  elementary  school  feel  hesitant. 

Illustrations  also  have  a  significant  impact.  Photographs  of  groups  of 
students  that  exclude  the  handicapped  fail  to  help  children  and  adults  to  accept 
handicapped  persons  in  the  mainstream  of  life.  Pictures  showing  racial 
minorities  only  in  stereotyped  roles  do  not  promote  concepts  of  equality. 

When  another  person  is  diminished,  belittled,  or  excluded  because  of  sex, 
race,  or  handicapping  condition,  everyone  loses.  Each  person  has  inherent 
worth  and  dignity  that  must  be  recognized  and  supported  One  way  to  give 
support  is  through  thoughtful  use  of  language  and  illustration  such  as  is  out- 
lined in  the  following  guidelines 
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Nonsexist  Treatment 
Of  Women  And  Men 


LANGUAGE 


The  Generic  He 

Many  people  feel  that  masculine  terms  exclude  females.  This  is  especially 
true  for  young  children  who  have  not  yet  learned  the  abstract  concept  of  the 
generic  he.  The  generic  he  often  has  unintended  effects  on  readers.  Because 
people  rarely  use  the  generic  term  in  everyday  speech,  many  people  visualize 
the  specific  when  they  hear  or  read  the  generic.  The  reader  is  inclined  to  pic- 
ture an  individual  of  the  gender  that  is  mentioned. 

When  we  constantly  personify  "the  judge,"  "the  author,"  and  "the 
principal"  as  male  by  using  the  pronoun  "he,"  we  are  subdy  conditioning 
ourselves  against  the  idea  of  a  female  judge,  author,  or  principal.  Fortunately, 
there  are  numerous  alternative  approaches  for  ending  the  exclusion  of  women: 


USE 


AVOID 


Give  workers  their 
paychecks  as  soon  as  they 
are  finished. 


Give  each  worker  his 
paycheck  as  soon  as  he  is 
finished. 


The  average  school 
principal  works  closely 
with  teachers. 


The  average  school 
principal  works  closely 
with  his  teachers. 


A  student  who  was  satis- 
fied with  his  or  her  perfor- 
mance on  the  pretest  took 
the  posttest. 

Members  of  AASA  and 
their  spouses  are  invited. 


If  the  student  was  satis- 
fied with  his  performance 
on  the  pretest,  he  took  the 
posttest. 


Members     of    AASA 
their  wives  are  invited. 


and 


Although  this  publication  establishes  an  Agency  style  of  writing  that 
eliminates  the  use  of  the  generic  he,  it  should  not  be  inferred  that  any  revision 
of  the  classics  or  other  previously-published  works  of  literature  is  recom- 
mended. The  use  of  the  masculine  pronoun  in  such  materials  provides  an  op- 
portunity for  curriculum  developers  to  suggest  discussion  questions  focusing 
on  how  a  living  language  is  responsive  to  changing  times. 
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How  You  Can  Apply  The  Guidelines 
You  can: 

•  Recast  a  sentence  into  the  plural. 

•  Reword  to  eliminate  unnecessary  gender 
references. 

•  Replace  the  masculine  pronoun  with  "he 
or  she"  or  with  "she  or  he." 

•  Replace  phrases  which  inadvertendy 
exclude  women  by  assuming  that  all 
readers  and  participants  are  men. 


Because  the  word  "man"  has  become  so  closely  associated  with  its  literal 
meaning  (a  male  human  being),  many  people  consider  it  no  longer  broad 
enough  to  be  applied  to  human  beings  as  a  whole. 

For  example,  girls  may  tend  to  feel  excluded  from  books  with  tides  like 
Man  and  His  World,  just  as  a  boy  might  feel  that  a  book  entitled  Woman  and  Her 
World  is  not  meant  for  him. 

When  told  that  "Men  by  the  thousands  headed  west"  or  that  "The 
average  U.S.  citizen  is  proud  of  his  heritage,"  the  young  reader  simply  does 
not  form  a  mental  image  which  includes  females.  It  helps  litde  for  a  parent  or 
teacher  to  explain  that  "men"  means  "both  men  and  women."  Similarly, 
when  taught  that  "manmade"  improvements  have  raised  America's  standard 
of  living  or  that  a  task  requires  a  certain  number  of  "man  hours,"  a  child  can- 
not be  expected  to  develop  the  concept  that  females  as  well  as  males  have  par- 
ticipated in  the  developmental  process. 
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The   following  alternative  expressions   should  be   used  to   include   the 
female  gender: 


USE 


AVOID 


people,  persons 

human  achievements 

the  best  person  for  the  job 

humanity,     human     beings, 
people 

cave  dweller 


man 


man's  achievements 


the  best  man  for  the  job 


mankind 


caveman 


artificial,     synthetic,     con- 
tructed,     human     made 

workforce,  laborforce, 
human  power 

effort  curve 

work  time,  staff  hours 

History     of    Black     People     in 
America 

assistant,  right-hand  helper 


manmade 


manpower 


manpower  curve 


man  hours 


History  of  the  Black  Man  in 
America 


right-hand  man 


Occupational  Titles 

Occupational  titles  ending  in  "man,"  such  as  fireman,  anchorman, 
workman,  and  salesman,  are  to  be  avoided  because  they  suggest  that  certain 
fields  of  endeavor  are  closed  to  women.  Such  tides  not  only  give  young  people 
false  impressions  about  their  future  vocational  prospects,  they  also  tend  to 
perpetuate  discriminatory  practices. 


USE 

flight  attendant 

police  officer 

mail  carrier,  letter  carrier 


AVOID 

steward  and  stewardess 

policeman  and  policewoman 
mailman 


sales  clerk  salesman 

(For  additional  suggestions,  see  Appendix,  p.  21.) 
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Parallel  Language 

Language  used  to  designate  and  describe  females  and  males  should  treat 
the  sexes  equally.  Parallel  language  should  be  u,sed  for  men  and  women. 

For  example,  use  "ladies"  only  if  men  would  be  referred  to  as 
"gentlemen."  Call  women  over  the  age  of  18  "women,"  not  "girls,"  "gals," 
or  "ladies."  (The  definition  of  "girl"  is  a  female  child.)  One  possibility  for 
eliminating  problems  with  this  term  is  to  use  for  teenagers  the  terms  "young 
woman"  and  "young  man." 

USE  AVOID 

the  men  and  the  women  the  men  and  the  ladies 

or 
the  ladies  and  the  gentlemen 

the  young  men  and  the  young  men  and  the  girls 

the  young  women 

or 
the  boys  and  the  girls 

husband  and  wife  man  and  wife 

Also,  a  woman  should  be  referred  to  by  name  in  the  same  way  that  a  man 
is.  Both  should  be  called  by  their  full  names,  or  by  first  or  last  name  only,  or 
by  title. 

USE  AVOID 

Bobby  Riggs  and  Billie  Jean  Bobby  Riggs  and  Billie  Jean 

King 

Senator  Percy  and  Governor  Senator  Percy  and  Mrs.  Ella 

Grasso  Grasso 

or 
Charles     Percy     and     Ella 
Grasso 

Males  should  not  always  be  first  in  order  of  mention.  Instead,  alternate 
the  order,  such  as:  "women  and  men,"  "she  or  he,"  "her  or  his." 

Terms  ending  in  "feminine"  suffixes  imply  that  females  are  special  and 
unequal.  Thus,  to  speak  of  Edna  St.  Vincent  Millay  as  a  "poetess"  is  to  ex- 
clude her  from  the  legitimate  circle  of  poets;  to  speak  of  Amelia  Earhart  as  an 
"aviatrix"  denies  her  full  status  as  aviator.  Avoid  trivializing  terms  like 
"usherette"  and  "libber." 
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LetterwTiting 

Many  recipients  of  letters  bearing  salutations  such  as  "Dear  Sir"  or 
"Gentlemen"  are,  in  fact,  female.  Thus,  when  in  doubt,  omit  salutations 
which  are  of  masculine  format  Instead,  salutations  such  as  "Greetings," 
"Dear  Sir  or  Madam,"  "Good  Day,"  or  "Good  Morning"  might  be  more 
appropriate.  Or,  the  salutation  may  be  omitted  entirely  as  in  the  Simplified 
Letter  Form  that  was  developed  by  the  Administrative  Management  Society. 
In  this  style,  the  salutation  is  replaced  by  a  subject  line  summarizing  the 
message.  The  subject  line  is  typed  flush  left  in  all  caps,  three  lines  below  the 
last  inside  address  line.  For  example: 

January  18,  1979 

Director 

Educational  Equity  Act  Program 

Education  Research  Center 

109  Astor  Street 

Boston.  MA  02123 

TRAINERS  NEEDED 

We  are  seeking  trainers  who  wish  to  help  persons  interested  in  entering  or  re-entering  the 
workforce  Information  will  be  provided  on  how  to  organize  and  conduct  employment 
awareness  classes,  familiarize  persons  with  local  job  markets,  and  assess  skills  and  competen- 
cies. 

Your  assistance  is  requested  in  the  provision  of  names  and  addresses  of  potential  trainers. 

J.A.  Pasons.  DIRECTOR 
WORKPOWER  INCORPORATED 

coc 

Also,  remember  that  unnecessary  reference  to  or  emphasis  of  a  woman's 
marital  status  should  be  avoided.  Whether  married  or  not,  a  woman  should  be 
referred  to  by  the  name  by  which  she  chooses  to  be  known,  whether  her  name 
is  her  original  name  or  her  married  name.  "Ms."  is  usually  acceptable  usage 
where  a  woman's  marital  status  is  not  significant  in  context,  or  when  the 
woman  is  known  to  prefer  it. 
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SEX  ROLES  AND  TRAITS 

Both  sexes  should  be  allowed  a  full  range  of  emotional  expression.  Men 
should  not  be  shown  as  needing  to  resort  to  violence  nor  women  to  tears  to 
achieve  their  ends.  No  job  or  hobby  should  be  shown  as  reflecting  on  the 
masculinity  or  feminity  of  an  individual.  Care  is  to  be  taken  in  the  portrayal  of 
children.  Girls  should  not  always  be  shown  playing  "house"  or  deferring  to 
boys.  Children  of  both  sexes  should  be  shown  playing  with  all  kinds  of  toys; 
boys  should  not  be  limited  to  "active,  aggressive"  toys  and  girls  to  dolls  and 
"passive"  toys. 

Emotional  and  Character  Traits  of  Women  and  Girls 

Women  and  girls  sometimes  should  be  described  or  shown: 

•  involved  in  competitive  team  sports  such  as  baseball  and  soccer 

•  actively  engaged  in  construction  and  repair — woodworking, 
building,  welding,  mechanical  and  electrical  work 

•  as  leaders 

•  with  investigative  and  analytic  attitudes — collecting  and  analyzing 
rocks  and  minerals,  studying  reptiles  and  insects,  doing 
mathematics  problems 

•  exhibiting  courageous  and  fearless  attitudes 

•  working  in  a  variety  of  jobs  and  careers — in  offices  and  factories; 
as  doctors,  lawyers,  cab  drivers,  stockbrokers,  telephone  installers, 
housepainters,  engineers,  researchers,  pilots,  ship  personnel,  etc. 

Avoid  the  following  stereotypes  of  women: 


•  fearful 


•  shrewish,  nagging 


•  squeamish 


•  easily  defeated  by  simple 
problems  ("just  like  a  girl") 


•  passive 


•  fickle 


•  weepy 


•  domestic 


•  mechanically  inept 


•  weak  or  fluttery 
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Reflecting  a  time  when  females  were  in  fact  the  possessions  first  of  their 
fathers  and  then  of  their  husbands,  girls  and  women  are  still  often  referred  to 
in  the  obsolete  terms  of  those  who  "own"  them.  For  example,  the  sentence, 
"A  man  should  respect  his  wife;  similarly,  his  wife  should  respect  the 
husband"  conveys  the  idea  that  the  female  is  a  possession  of  the  husband. 

Women  should  be  identified  as  people  in  their  own  right.  Adult  members 
of  one  sex  are  not  to  be  shown  as  being  under  the  control  of  someone  of  the 
other  sex  who  lays  down  rules  and  allows  or  disallows  certain  behavior. 

USE  AVOID 

Jane  works  as  a  swimming  Carl  lets  his  wife,  Jane,  work 

instructor.  as  a  swimming  instructor. 

Carl  plays  golf  on  Saturday  Jane  permits  her  husband  to 

afternoons.  play  golf  on  Saturday  after- 

noon. 

Emotional  and  Character  Traits  of  Men  and  Boys 

Men  and  boys  sometimes  should  be  described  or  shown: 

•  playing  and  working  together  in  noncompetitive  settings — plant- 
ing flowers,  shopping,  etc. 

•  involved  in  homemaking  activities  and  using  the  implements  of 
such  activities — cooking,  cleaning,  weaving,  etc. 

•  participating  in  child  rearing  activities 

•  interested     in     "soft"     or     fragile     things — fabrics,     butterflies, 
daydreams,  babies,  flowers 

•  enjoying  a  sense  of  order — cleaning  things  up,  making  things  neat, 
paying  attention  to  personal  appearance  and  hygiene 

•  preferring  reading  or  arts  and  crafts  over  sports 

•  as  interested  in  music,  dancing,  art,  fantasy,  poetry 

•  working  as  assistants,  secretaries,  telephone  operators,  elementary 
school  teachers,  flight  attendants,  nurses,  etc. 
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Avoid  the  following  stereotypes  of  men: 

•  brutish 

•  violent 

•  crude 

•  harsh 

•  insensitive 


How  You  Can  Apply  The  Guideline! 

You  can: 

•  Show  a  mother  using  power  tools  in 
industry  or  a  hobby  room  instead  of 
wearing  an  apron  in  the  kitchen. 

•  Show  a  boy  cradling  a  kitten. 

•  Show  two  boys  working  a  puzzle  together. 

•  Show  a  girl  repairing  a  bicycle  tire. 

•  Use  photographs  and  drawings  that 
represent  a  numerical  balance  of  males 
and  females. 
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Occupational  Roles 

Women  should  be  shown  as  participating  equally  with  men;  they  should 
not  be  omitted  or  treated  as  subordinate  to  men.  Generic  terms  such  as  doctor 
or  nurse  should  be  assumed  to  include  both  men  and  women.  "Female 
superintendent"  and  *'male  nurse"  should  be  avoided.  Where  it  is  desirable 
to  refer  to  a  person's  sex,  references  can  be  made  with  the  aid  of  feminine  pro- 
nouns: "The  doctor  walked  into  the  room  and  put  her  bag  on  a  chair  next  to 
the  patient's  bed."  In  some  cases,  however,  it  is  necessary  to  refer  directly  to  a 
person's  sex,  as  in  the  sentence,  "The  works  of  female  authors  are  too  often 
omitted  from  anthologies  "  (Avoid  "lady"  author.) 

Do  not  use  "coed"  to  describe  a  woman.  The  term  stands  for  "coeduca- 
tion," not  for  "female."  Persons  who  attend  schools  are  "students." 

Although  many  women  will  continue  to  choose  traditional  occupations 
such  as  homemaker,  teacher,  or  secretary,  women  should  not  be  typecast  in 
these  roles.  Rather,  it  is  important  to  recognize  that  women  are  represented  in 
a  wide  variety  of  professions  and  trades  Work  should  never  be  stereotyped  as 
"woman's  work"  or  as  "a  man-sized  job." 

USE  AVOID 

Writers    sometimes   become  Writers    sometimes    become 

so    involved    in    their    work  so    involved    in    their    work 

that     they     neglect     their  that     they     neglect     their 

families.  wives  and  children. 

Have     your     parents     send  Have     your     mother     send 

cookies    for    the    field    trip.  cookies    for    the    field    trip. 

Write    a    paragraph    about                Write  a    paragraph    about 

what     you     expect     to     do                what  you     expect     to     do 

when  you  grow  up.                                when  you    are    a    Mr.    or 

Mrs. 

Role  Models 

The  traditional  roles  of  women  in  society  as  homemakers  and  in  the  areas 
of  childrearing,  education,  nursing,  and  the  arts  are  both  valuable  and  vital  to 
the  life  of  the  society.  No  effort  should  be  made  to  downgrade  or  disparage 
traditional  roles  of  women  or  men.  Rather,  an  effort  must  be  made  to  expand 
the  roles  of  both  sexes,  to  include  men  in  nurturing  and  homemaking  activities 
and  to  include  women  in  areas  such  as  business  and  science.  An  unbalanced 
assignment  of  such  roles  docs  a  disservice  to  both  sexes.  Children  should  see 
people  of  both  sexes  in  a  variety  of  activities  and  roles,  so  they  can  identify 
with  those  models  and  thus  develop  their  own  individual  talents  and 
preferences. 

In  view  of  the  projection  that  90  percent  of  all  women  will  work  outside 
the  home  at  some  time  in  their  lives,  women  are  not  to  be  stereotyped  as 
"housewives"  or  "homemakers"  continually  engaged  in  housework.  Where 
women  are  represented  as  mothers,  they  should  be  shown,  whenever  possible, 
as  also  having  other  interests — work,  hobbies,  sports,  etc. 
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Family  Pattern! 

Most  families  today  do  not  follow  the  pattern  of  the  traditional  "perfect 
family" — father,  mother,  big  brother,  litde  sister,  dog  and  cat.  Current 
statistics  show  that  one  child  in  six  lives  in  a  one-parent  home.  A  realistic 
variety  of  family  clusters  should  be  shown:  one-parent  families,  extended 
families  (which  include  relatives),  one-child  families,  and  single  adults. 

Parenting  Roles 

When  portraying  family  and  parenting  roles,  males  and  females  should 
be  shown  in  various  aspects  of  each  role.  It  is  often  assumed  that  women  are 
solely  responsible  for  the  care  of  the  home  and  children  and  that  men  are  the 
"breadwinners."  These  stereotypes  are  confining  and  inequitable.  Men 
should  be  shown  participating  in  a  variety  of  domestic  chores,  such  as  cooking, 
sewing,  housework,  and  child-rearing.  Care  should  be  taken  to  avoid  imply- 
ing that  men  are  inept  at  these  activities  or  that  to  do  them  is  demeaning. 

USE  AVOID 

Parents  may  take  their  Mothers  may  take  their 
children  to  the  school  play-  children  to  the  school  play- 
ground on  weekends.  ground  on  weekends. 

Ask  your  mother  or  father  to  Ask  your  mother  to  help  you 

help     you     choose     healthy  choose  a  healthy  snack  after 

snacks  for  after  school.  school. 

Historical  References 

The  presence,  activities,  and  accomplishments  of  women  in  history 
should  be  included  in  all  historical  references.  History  has  been  distorted  by 
the  almost  total  exclusion  of  half  the  people.  Using  available  information  on 
women's  roles  in  history  will  result  in  more  comprehensive  publications 

Historical  references  should  focus  attention  on  such  areas  as  notable 
women,  the  role  of  women  during  revolutions  and  wars,  child-rearing  prac- 
tices, women  and  the  labor  movement,  expanding  sex  roles,  changing  family 
patterns,  and  others. 

USE  AVOID 

The  pioneer  family  moved    .  .  The   pioneer   took  his   wife 

and  children.  .  . 

When   early   people  discov-  When  man  discovered  fire .  . . 

ered  fire .  .  . 
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Physical  Appearances 

Society  assigns  certain  physical  characteristics  as  proper  for  each  sex,  and 
people  who  do  not  fit  accepted  patterns  are  stigmatized  by  this  stereotyping 
Females  are  frequently  described  in  terms  of  their  physical  appearance,  while 
males  are  described  in  terms  of  their  accomplishments  or  character. 

Do  not  describe  women  in  terms  of  their  physical  attributes  or  ap- 
pearance unless  men  are  also  described  in  comparable  terms.  Particularly  to 
be  avoided  are  adjectives  that  tend  to  diminish  women  by  portraying  them  as 
cute,  fragile,  delicate,  helpless,  and  doll-like  and  jokes  or  innuendos  focusing 
on  women's  physiques. 

USE  AVOID 

Henry  Harris  is  a  handsome  Henry    Harris   is   a   shrewd 

blond,  and  Ann  Harris  is  a  lawyer,  and  his  wife  Ann  is 

striking  brunette.  a  striking  brunette. 

or 
Henry   is  a  shrewd  lawyer, 
and  Ann  is  an  experienced 
landscape  architect. 


34 


Portrayal  of  Minority  Groups 

Portrayal  of  minority  groups  in  language  and  in  graphics  should  repre- 
sent these  groups  in  normal  and  inclusive  settings.  These  settings,  for  educa- 
tional purposes,  should  be  designed  to  provide  role  models  which  encourage 
students  to  seek  improved  citizenship,  upward  mobility,  and  self-concept. 

All  materials  should  reflect  that  approximately  15.3  percent  of  public 
school  enrollment  in  the  state  is  black  and  approximately  25.3  percent  is  Mex- 
ican American.  As  an  indication  of  the  variety  of  ethnic  groups  in  the  state,  a 
recent  survey  indicates  a  total  of  51  different  languages  are  spoken  as  a  first 
language  by  children  in  Texas  schools. 

LANGUAGE 

The  current  preferred  terms  for  the  major  ethnic  groups  in  Texas  are 
black,  white,  and  Mexican  American.  Some  Mexican  Americans  prefer  the 
term  Chicano,  while  others  regard  it  as  a  political  label  and  dislike  it. 

In  ethnic  reference,  do  not  capitalize  black  or  white  and  do  not  hyphenate 
Mexican  American.  When  using  the  word  "black,"  ask: 

•  Is  the  word  used  positively?  For  example,  black  pearls  are  the  most 
expensive,  black  lace  is  considered  elegant,  and  oil  is  called  black 
gold. 

•  Is  it  necessary  to  refer  to  a  writer,  participant,  or  scientist  as  black? 
For  example,  if  we  do  not  use  "white  scientist,"  avoid  saying 
"black  scientist." 

USE  AVOID 

Outstanding     Educator  Outstanding     Educator 

Awards    were    presented    to  Awards    were    presented    to 

Janice   Evans,    kindergarten  Janice   Evans,   kindergarten 

teacher,  and  Murray  Ewell,  teacher,  and  Murray  Ewell, 

principal.  a  black  principal. 

Represent  blacks  and  Mexican  Americans  in  all  communities:  urban, 
suburban,  and  rural  and  well-to-do.  middle-class,  and  poor.  When  discussing 
urban  problems,  include  the  role  of  the  white  person. 

In  discussions  of  slavery  and  emancipation  in  the  United  States,  be  sure 
to  include  the  black  point  of  view. 

ROLES  AND  TRAITS 

•  Show  minority  parents  in  a  variety  of  roles,  each  contributing  to 
the  family  and  providing  a  wholesome  environment  for  their 
children. 

•  Depict  representatives  of  minorities  in  all  professional  areas. 
Avoid  stereotyped  jobs  and  report  achievements  in  a  matter-of-fact 
way. 
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•  Show  children  of  minority  groups  aspiring  to  careers  in  all  fields 

•  Use   a   broad   representation   of  black   and    Mexican   American 
leaders  and  writers. 


How  You  Can  Apply  These  Guidelinei 
You  can: 

•  Show   a   black   mayor   presiding  over   a 
meeting. 

•  Show   a   teacher   visiting   a   middle-class 
Mexican  American  home. 

•  Depict  a  black  father  teaching  a  child  to 
tie  her  shoes. 

•  In  photographs  and  drawings,  use  racially 
mixed  groups  of  persons. 
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Representation  of  Handicapped  Persons 

Educational  materials  should  reflect  a  positive,  fair,  and  balanced 
representation  of  persons  with  handicaps.  Emphasis  should  be  placed  on  the 
concept  that  human  beings  are  all  more  alike  than  different.  Handicapped 
persons  are  people  first  and  handicapped  second.  Handicaps  are  simply  exten- 
sions of  individual  characteristics  found  in  all  people. 

In  developing  or  selecting  educational  materials,  ask: 

•  Do  the  materials  reflect  the  fact  that  10  to  15  percent  of  the  popula- 
tion is  composed  of  persons  with  handicaps? 

•  Do  the  materials  show  persons  with  the  following  conditions? 

Physical  handicaps  Speech  or  language  impair- 

ments 
Hearing  impairments  Behavioral  problems 

Visual  impairments  Mental  retardation 

Learning  disabilities  Serious  emotional  problems 

•  Do  materials  include  representation  of  handicapped  persons  at  all 
levels  (early  childhood  through  adult)  and  in  all  areas  of  study 
(physical  education,  language  arts,  guidance)? 

•  Are  stereotypes,  such  as  portraying  the  blind  as  helpless,  avoided? 

•  Do  pictures  of  class  activities  include  handicapped  persons  en- 
gaged in  typical  classroom  activities?  Are  the  handicapped  shown 
as  participating  in  activities  that  include  them  as  part  of  society? 

USE  AVOID 

Pictures     of    handicapped  Showing      handicapped 

persons  and  persons  without  persons  always  being  helped 

handicaps     interacting     in  by  others. 

ways     that     are     mutually 
beneficial. 

Depict  handicapped  Depicting   the   handicapped 

persons    as    parents,    com-  as  isolated,   lonely  persons, 

munity  leaders,  business  ex- 
ecutives, etc. 

Tokenism  should  be  avoided  in  the  representation  of  handicapped  per- 
sons. Go  beyond  the  superficial  or  obvious  in  depicting  handicaps.  Represen- 
tation is  not  one  child  with  a  hearing  aid  in  a  full  classroom 
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How  You  Can  Apply  These  Guidelines 

You  can: 

• 

Show    a   teacher    in    a    wheelchair    in    a 

classroom.    Show    wheelchair    basketball 

and  other  wheelchair  sports. 

• 

Present  sign  language  in  a  communica- 

tions course  as  an  alternative  method  of 

communicating. 

• 

Create  mathematics  problems  using  in- 

sulin measurement. 

• 

Explain  workings  of  the  hearing  aid  as  a 

science  or  electronics  project. 

• 

Show  a  blind  person  operating  a  com- 

puter terminal. 

• 

Show    the    design    of   a    community    or 

building  totally  accessible  to  persons  with 

handicaps. 

• 

Show  persons  with  and  without  handicaps 

enjoying  nature  trails  designed  for  public 

use. 

• 

Show  a  person  with  paraplegia  driving  a 

car. 
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Avoiding  Stereotypes  In 
Graphics  and  Audiovisuals 

If  a  picture  is  worth  a  thousand  words,  it  follows  that  illustra- 
tions— whether  in  print  or  audiovisual  format — can  create  impressions  which 
have  lasting  impact.  The  reading/viewing  audience  may  consciously  or  un- 
consciously carry  away  impressions  about  gender,  race,  or  handicap  that  were 
not  intended.  Sometimes  these  messages  are  communicated  by  omission: 
never  showing  a  handicapped  student  in  a  classroom,  no  females  in  an  in- 
dustrial arts  class,  or  no  black  students  on  the  tennis  team.  A  conscious  effort 
must  be  made  to  present  an  unbiased  view  of  people  in  educational  materials. 

In  additional,  audio  materials  should  use  a  balance  of  both  female  and 
male  voices. 

Numerical  Balance  of  the  Sexes 

The  number  of  illustrations  or  photographs  in  a  publication  or 
audiovisual  presentation  should  be  balanced  between  the  sexes.  In  addition  to 
a  numerical  balance,  there  also  should  be  equity  in  the  significance  and  prom- 
inence of  activities  illustrated  for  the  different  sexes. 

Avoiding  Sex  Stereotypes 

A  variety  of  roles,  traits,  and  activities  for  each  sex  should  be  shown.  Role 
reversal  and  nontraditional  representations  are  appropriate  in  some  instances. 
Females  should  not  uniformly  be  shown  with  passive  gestures  and  expressions, 
watching  instead  of  doing,  wearing  "cute"  frills,  always  in  dresses,  or  doing 
"woman's  work."  Men  should  not  always  be  shown  as  muscular,  tall,  sports- 
oriented,  tough,  or  participating  in  "men's"  hobbies  and  occupations. 

There  are  a  variety  of  stereotyped  images  that  can  easily  be  avoided. 


USE 

Mother  leaving  for  work 
carrying  briefcase  or  tools. 

Father  helping  the  children 
with  their  homework,  nurs- 
ing a  sick  child,  bandaging  a 
scraped  elbow. 

Father  doing  the  grocery 
shopping  for  the  family. 

Both  sexes  playing  active 
competitive  sports;  boys 
sometimes  watching  a  girls' 
team  play. 


AVOID 

Mother  seeing  father  off  to 
work. 

Only  the  mother  nurturing, 
comforting,  or  hugging  the 
children. 


Only  the  mother  doing  the 
family  shopping. 

Boys  playing  active  sports, 
and  girls  watching  them. 
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USE 

Female  students  wearing  a 
variety  of  appropriate  play 
clothing:  jeans,  shorts, 
T-shirts,  slacks.  School 
clothing  should  be  neat,  but 
should  not  always  be  dresses. 

Women  shown  as  doctors, 
managers,  professors,  police 
officers,  plumbers,  construc- 
tion workers;  men  some- 
times shown  as  secretaries, 
nurses,  elementary  school 
teachers,  librarians,  or  in 
other  such  roles. 


AVOID 

Girls  playing  in  dresses  or 
constantly  wearing  dresses 
to  school. 


Women  always  shown  in 
sex-stereotyped  jobs  such  as 
secretaries,  elementary 
school  teachers,  or  nurses. 


Physical  Types  and  Handicaps 

Students,  teachers,  and  people  in  general  all  look  different,  and  illustra- 
tions should  reflect  the  wide  variety  of  body  types  and  personal  appearances  of 
humans.  People  should  be  shown  who  are  thin,  fat,  average,  tall,  attractive, 
unattractive,  etc.  Occasional  evidence  of  physical  handicaps  should  be  shown, 
illustrated  by  a  person  wearing  glasses  or  a  hearing  aid,  using  crutches,  sitting 
in  a  wheelchair,  or  using  a  deaf  sign  language.  Avoid  such  stereotypes  as 
showing  people  with  disabilities  as  being  helpless  and  needing  to  be  cared  for 
by  "normal"  people,  depicting  gifted  and  talented  students  as  being  skinny 
and  wearing  glasses,  and  always  showing  men  as  being  taller  and  stronger 
than  women. 


Racial  and  Minority  Stereotypes 

Racial  differences  are  essentially  visual,  but  care  must  be  taken  to  avoid 
exaggerated  features,  too  much  sameness,  or  inadvertent  caricatures.  A 
balance  of  persons  of  all  races  should  be  shown  in  all  publications  and 
audiovisuals.  Illustrations  and  photographs  should  include  a  variety  of 
physical  types  and  ways  of  dressing  within  various  racial  groups   For  example: 


USE 

Blacks  with  Afros  and 
some  of  the  interesting 
sculptured  hairstyles;  tex- 
ture should  vary  from 
straight  to  curly  or  kinky 
hair. 


AVOID 

Drawing  all  blacks  with 
the  same  hairstyles  and 
hair  textures,  or  with 
styles  that  exaggerate 
black  facial  features. 


Indians     wearing     modern 
clothing. 


Showing  Indians  only 
wearing  full  headdress, 
feathers,  war  paint,  etc. 
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USE 


AVOID 


Mexican  Americans  with  a 
realistic  variety  of  physical 
features  and  body  types. 


Always  showing  Mexican 
American  men  as  having 
mustaches  or  wearing 
ponchos  or  wide-brimmed 
hats. 


Asian  Americans  with  a 
realistic  variety  of  face 
shapes,  features,  skin 
tones,  eye  shapes,  height, 
and  bodv  size. 


The  use  of  single  slanted 
lines  to  depict  look-alike 
oriental  features,  as  well  as 
straight  black  hair  and 
bangs. 


How  You  Can  Apply  These  Guidelines 


You  can: 


•  Show  racial  and  gender  balance  among 
groups  of  students  in  photographs,  slides, 
drawings,  and  transparencies. 

•  Show  both  girls  and  boys  involved  with 
such  items  as  chemistry  sets,  fishing  rods, 
and  dolls. 

•  Show  a  student  in  a  wheelchair  sitting 
among  students  at  desks  in  a  regular 
classroom. 

•  Show  female  students  at  podiums  or 
leading  discussions,  obviously  playing  a 
leadership  role. 
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Appendix 


OCCUPATIONAL  TITLES 

The  U.S.  Department  of  Labor  has  conducted  a  complete  revision  of  the 
Dictionary  of  Occupational  Titles  to  eliminate  job  titles  which  were  considered  to 
be  potentially  sex  discriminatory.  Nearly  3,500  titles  were  revised  in  1975  In 
the  following  list  are  some  of  the  more  commonly-used  job  titles  which  have 
been  changed.  If  Agency  staff  members  need  assistance  in  finding  new  titles 
for  other  jobs  not  on  this  list,  they  may  refer  to  a  copy  of  the  publication, 
Job  Title  Revisions  to  Eliminate  Sex-  and  Age- Referent  Language  from  the  Dictionary  of 
Occupational  Titles,  which  is  available  in  the  Resource  Center  Library. 

automotive  parts  man automotive  pans  stock  clerk 

baggage  man baggage  handler 

bat  boy bat  keeper 

bellman bellhop 

bondsman bonding  agent 

bus  boy dining  room  attendant,  dish  earner 

cameraman camera  operator 

clergyman clergy- 
craftsman  craftworker,  crafter 

craneman crane  operator 

deliveryboy,  delivery  man deliverer,  delivery  driver 

deskman desk  clerk 

doorman    doorkeeper 

draftsman drafter 

fireman   firefighter 

fisherman   fisher 

flagman flaggcr 

foreman supervisor 

housemaid houseworker 

housewife homemaker 

laundress  launderer 

lineman line  installer-repairer,  line  maintainer 

maid houseworker,  housekeeper 

mailman    postal  worker,  letter  carrier,  mail  canier 

maintenance  man  maintenance  mechanic 

meter  maid metcr  attendant 

midwife birth  attendant 

milkman milk  routc  drivcr 

newsboy newspaper  vendor 
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nurseryman nursery  manager 

patrolman police  officer,  guard 

policeman,  policewoman police  officer 

poultryman chicken  farmer 

pressman press  operator 

public  relations  man   public  relations  practitioner 

repairman repairer 

salesman sales  associate,  sales  representative,  sales  agent,  sales  clerk 

seamstress custom  sewer,  sewer,  mender,  women's  garment  alterer 

stewardess flight  attendant 

stockman   stock  handler,  stocker 

watchman guard 
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PROOFREADERS'   MARKS 
ORSATTONAL  SIGNS 

Delete 

Cose  up;  delete  space 

Delete  and  close  up 

Insert  space 


Make  space  betwem  words 
equal;  ma  If  ft  leading  between 
lines  equal 

Insert  hair  space 

Letters  pace 

Begin  new  paragraph 

Run  paragraphs  together 

Move  type  one  em  from  left  or 
right 

Move  right 

Move  left 

Center 

Move  up 

Move  down 

Straighten  type;  align  horizon* 
tally 


Align  vertically 
Transpose 
Spell  out 
Let  it  stand 
Push  down  type 


tytoghaphical  signs 
Zt   Lowercase  capital  letter 


Z&O  Capitalize  lowercase  letter 

AC  Set  in  small  capitals 

'Jul  Set  in  italic  type 

/14J7T  Set  in  roman  type 

-/j-L  Set  in  boldface  type' 

UhL  Wrong  font;  set  in  correct  type 

X  Reset  broken  letter 

0  Reverse  (type  upside  down) 

kjnctuation  marts 

A  Insert  comma 


)     Insert  apostrophe  (or  singie  quo- 
tation mark) 

V  v  Insert  quotation  marks 


0    Insert  period 
[£/  i   Insert  question  mark 


Insert  semicolon 
Insert  colon 

|=j    Insert  hyphen 

i 
^    Insert  em  dash 

i 

—   Insert  en  dash 
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